California Department of General
i Services, Procurement Division

Welcome to

Supplier/Vendor Training
Video for the eProcurement
System

Presented by the

California Procurement and Contracting
Academy (Cal-PCA)

Hello and welcome. Thank you for choosing to view the
Department of General Services, Procurement Division, Supplier
and Vendor Training Video on our newest system eProcurement.

My name is and | am with the California Procurement
and Contracting Academy, also known as Cal-PCA.

This video will cover the 2 step registration process for the
eProcurement system and take you through the Small Business
and DVBE Certification Process. Although some of you may have
already registered, you may gain valuable information from this
video that can address questions or problems that you may have.

The training that will be provided to you, through this video, will
consist of a combination of PowerPoint Slides and screen shots of
the live eProcurement system.

Should you have any questions during this video presentation
please write them down. You will be shown a PowerPoint slide in
the middle and at the end of this video that contains many helpful
website addresses, phone numbers, and email addresses to help
answer your questions or voice your concerns.

Instructor Note: Click to next slide
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i Session Objectives

1. Register your business with the
eProcurement System through
BidSync

2. Validate your business profile and
notification needs in the eProcurement
System

3. Small Business and DVBE Certificaton

Our goal by the end of this training is to assist you, the Suppliers and Vendors who
provide goods and services to the State of California, get registered in the
eProcurment system. The reason you want to be registered, is so that our State
Buyers can locate you for our business needs. And if you so choose, get
certified with the State of California as a Small Business or DVBE.

In this video you will learn how to do the two (2) step registration process by:
Creating a user login and profile for the eProcurement system through BidSync,

Then validating your registration information and completing the required California
information in the eProcurement system

And if you are not certified with the State of California as a Small Business or DVBE,
the eProcurement system allows you the opportunity to enter information to
apply for or renew certification.

Instructor Note: Click to the next slide.
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Let's start at the Department of General Services, Procurement Divisions website at
www.pd.dgs.ca.gov.

You may already be familiar with this page. There is so much information that can be accessed
through the various links on this page.

For example, links in the grey shaded panel to the left of the screen can connect you to other
homepages such as the SB/DVBE homepage and the eProcurement homepage.

Notice the tabs at the top of the page, if you were to click on Sell to State, you would see )
information that would help your firm in becoming a potential supplier to the State of California
and how the State buys products and services.

If you were to click on the Events tab you would find out about meetings and informational
opportunities being conducted in your area by the Department of General Services, Office of
Small Business and Disabled Veterans Business Enterprise Services, also known as OSDS.

Please note in the body of the page, the link in red titled “ A Message to our Suppliers
Regarding eProcurement.” Clicking on this link will keep you up to date with any new
information, changes, or special training regarding California’s new eProcurement system.
Such as letting you know that there is no fee for any supplier to register, receive email or fax
notification, download or respond to the State of California bid solicitations, or being awarded
a State contract.

Let's start the registration process by cIicking? on the eProcurement homepage link that’s
located in the grey shaded panel on the left of the screen.

Instructor Note: Click onto next slide
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On the eProcurement home page, there are 5 panes. Within these 5 panes you’ll see links to some
functions you may be familiar with and some you may not be. I'd like to call your attention to the green
pane at the top of the screen. The two links here are login to eProcurement and Register for
eProcurement. Login is for State Buyers to access the system and Register is used for suppliers to not
only register with the system, but also serve as the recommended point of entry to your account once you
have registered.

The pane under the green area to the left shows links to the California State Contracts Register, also
known as CSCR. This site is open to public viewing and allows anyone to view solicitations that are
currently open with the State of California.

The links in the lower left hand pane provides access to the State Contracting and Procurement
Registration System or SCPRS. The State Contract and Procurement Registration System tracks
contracting dollars procured by the State of California.

Links in the lower right hand pane allow you to search existing California Statewide Contracts and other
Leveraged Procurement Agreements.

And above that is the SB/DVBE pane. You can access the SB/DVBE Homepage from here and you can
even get information about applying for California Small Business or Disabled Veteran Business
Enterprise certification.

In regards to SB/DVBE certification, please note, if you are already certified or have been certified as a
Small Business or DVBE in the past, your business information was automatically transferred into the new
eProcurement system. Now, even though your information was transferred over, you will still need to
follow the steps for registering in the eProcurement system, by creating a login and supplier profile to
verify that the information that was transferred is accurate.

And when creating your eProcurement supplier profile, it's important that the information you enter into
the new system matches the way in which you are registered in the former system. For example, if you
spelled your business name in all capital letters in your SB or DVBE certification you will need to enter
your registration information in the eProcurement system the same way, with all caps. Doing otherwise
can create problems with your eProcurement registration. It's also important that names, addresses and
employer ID information be typed in the eProcurement system the same. For these reasons, you may
want to confirm the way your business is listed, BEFORE starting the eProcurement Registration Process.
To do this, we suggest that you click on the SB/DVBE Search link in this pane first, and see how your
business is listed, then proceed with the Registration Process.

So let’'s see what happens when we click on the link labeled “ SB/DVBE Search.”

Instructor Note: Click to next slide
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Clicking on the link opens up the SB/DBVE search function in the
eProcurement system. In the first blank space titled Business Name,

type in your business name, or if you have your supplier id then please

insert your number in the blank space titled Supplier ID, and hit
search. For our training purposes we’'ve entered “River City” in the
Business Name field and then clicked on the Search button.

Instructor Note: Click to next slide
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If you choose to type in your business name you may find that
sometimes there are a lot of businesses that may have the same name
or similar. So if you need to, find your business on the screen and
click on the View Profile link to the right of your business information.

Instructor Note: Click to next slide
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The Profile that opens up will list some of the basic information that
was transferred into the eProcurement system from the former
SB/DVBE certification system, such as your legal business name, your
doing business name, address, phone, email, business types, and
areas of service.

When you create your user login and supplier profile in eProcurement,
you want the information you enter to match what is on this screen.

If you wish, you could print out this page and keep it handy as a
reference for when you create your eProcurement entries.

Now for your information the name listed for your “Legal Name” is the
name you'll want to use for your eProcurement registration and profile.

Registering with setting up your profile is what we’ll go over next.

Instructor Note: Click to next slide
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i Get Registered

1. Click on the link titled “Register for
eProcurement Access (BidSync)” on
the eProcurement homepage, or

2. Go to www.bidsync.com to get
registered

3. Choose a username and password to
begin building your supplier profile

There are a couple of ways to access the eProcurement system:

You can use the preferred method, which is, going to the
eProcurement homepage and clicking on the link titled “Register for
eProcurement Access (BidSync)”.

Or you go to BidSync.com directly by typing in the address in the
second bullet in your web browser.

Then, once you've entered the eProcurement system, you will be able
to set up your username and password and begin building your
supplier profile.

Instructor Note: Click to next slide
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This is the first page for the Supplier/Vendor Registration. Notice at
the top of the page there are boxes numbered from 1 —7. These boxes
will highlight your path through the login and supplier profile process.

Starting here with Step 1, Select Plan

You will have 2 choices outlined, Free Registration and BidLync.
BidLync is a pay-for service offered by BidSync. You may be asking
yourself who or what is BidSync? BidSync is the State of California's
contractor for its eProcurement system. BidSync also hosts as the bid
site for many other procurement organizations. Those bidding
opportunities may require a fee. BidLync is a subscription service. For
a fee, they provide bid notifications for areas across the United States
and Canada. To do business with the State of California government,
however, there is no charge. You register for free by selecting the Free
Registration or California Supplier Registration buttons on the left side
of this screen. Since we’re only interested in doing business with the
State of California government, that’s the option we’re going to select
now, by clicking on California Supplier Registration or Free
Registration on the left.

Instructor Note: Click for next slide
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Registration Type: Free Registration
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Choosing your free plan takes you to Step 2, Organization.
On this page we'll set up your login and begin building your supplier profile.

Part 1 Organization Information - In this first box, enter in your business name. If you're a SB/DVBE,
here’s one of the places where it's important that the name you type in matches your Legal Name that’s
SB/ DVBE Certification.

The business name that we've entered is “Strike it Rich” Strike it Rich is a hardware business that sells
tools, lumber, and other such items. So under Description, we've typed in a sample list of the types of
items we sell. You'll type in what your business does. There’s no need to put in an exhaustive list that
covers every product you sell here. This section largely serves the purpose of differentiating similar
named businesses. For example, there could be another business called Strike it Rich that sells financial
services. If a State of California agency or department is looking for entities that sell financial services,
they’ll be able to tell the difference between the other Strike it Rich and our Strike it Rich that sells
hardware goods.

Part 2 Main Contact Information - Enter in your name, email and phone number in this section. Please note
the format for entering your phone number includes dashes.

Part 3 Organization Address - Enter your organization address. We've listing our address here at DGS.
Please note the drop down box under Time zone. Clicking on the down arrow displays the various time
zones in the North America. What this option does is automatically adjusts bid due times to your time
zone. For example, say a Department in the State of California government posts a solicitation with a bid
due time of 3 p.m. If your business is located in Colorado, when you view that solicitation, the time zone
displayed for you will be adjusted to account for the difference between Mountain Time and Pacific Time.
Your bid due time will show as 2 p.m. Mountain Time. This is a handy feature of the system that helps out
suppliers to get their bids in before the bid cut off. We’ve selected Pacific Time because that’s the time
zone in which we’re located.

Part 4 Create Login - Here is where you’ll create your username and password. We've typed in a sample
login and password for our business. Please note that if you are a SB/DVBE and had a username and
password previously for the old SB/DVBE system, it will not be valid for the new eProcurement system,
and you must create a new username and password so you can log on and verify that the information that
was transferred into your profile is correct. And always remember to keep your username and password
in a safe place.

Once you've completed this page, select Next Step.

Instructor Note: Click to next slide
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Now we’'re on Step 3 - Regions

This is where you will enter the Regions you want to receive
solicitations from. Notice that all the states have been checked by
default. If you want to receive notices of solicitations from states
outside of California, you can certainly leave these checked. However,
remember that some states other than the State of California
government may want to charge you a fee in order to receive their
notifications. Our business, Strike it Rich, does business solely in the
state of California. So a quick way for us to clear all these boxes and
select what we want, is to scroll down to the bottom of the page and
hit the Deselect All button.

Instructor Note: Click to next slide
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As you can see by deselecting all, all the boxes have been unchecked.

Instructor Note: Click to next slide
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Looking at the Region choices, you will see a “+” sign next to each
selection box. Clicking on the “+” sign opens up an expanded list of
choices within each state. We've clicked on the “+” sign next to
California. Notice that it now allows you to choose individual counties
within the State of California. If you conduct business in all counties
within California, check the main California box and this will
automatically select all California counties for you. If you sell
commodities or goods that you ship all over the State of California,
this could work for you. If you don’t provide goods or services
throughout the entire state, you could narrow down your selection and
indicate which counties you do work in. You do want to check the box
next to The State of California. Checking this box means that you will
receive solicitations from the State of California government.

So for our example, we’ve selected the main California box that
highlighted all the counties in California. Including The State of
California.

Once you've made all your regional selections, click Next Step.

Instructor Note: Click to next slide
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Now we're in Step 4 Notifications — This is step is broke down into two parts:

Part 1 to the left of the screen is Set Notification Preferences - Here is where you will
set how and when you wish to be notified of various activities. Read each statement
and indicate your notification preference by selecting Never, meaning you do not
want to receive notifications of this activity, or that you wish to receive notifications
by email or fax. For example, do you want to receive a confirmation every time you
submit an offer on a bid? If so, select ether email or fax as your preferred notification
method. If you don’t wish to receive a confirmation when you submit offers, then
check Never. We want you to take special note of the last notification option on this
list, “Include BidLync Bids...” This ties back to Step 1, in which you made the
selection between the pay-service BidLync and the free State of California service.
Remember that BidLync is a pay-for service that provides for additional services that
our eProcurement contractor, BidSync, offers for a fee. Be aware that if you select
the email or fax button here, you will receive a request from BidLync to pay a fee for
this additional service. Strike it Rich is going to select Never on this item, because
we do not want to join the pay-for service option.

Instructor Note: Click to next slide
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Registration Type: Free Registration
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Part 2 to the right of the screen is where you will select the types of
Agencies you want to do business with. The button next to State
refers to the State of California government. You may also select to do
business with county governments, municipalities, etc. But note once
again, some, not necessarily all, of these other entities may charge a
fee to bid on their solicitations. At this time, Strike it Rich is only
going to be doing business with the State of California, so we're going
to once again Deselect All at the bottom of this part and then select
State individually. As we’ve mentioned, the State of California does
not charge for this service.

Once you've selected your notifications, click on next step to move on.

Instructor Note: Click to next slide
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Now we're in Step 5 Classification - This is where you are asked to type in the
classification number(s) that describe your businesses goods or services.

At this point let me explain: There are various Classification Systems used
throughout the industries to classify your business. Some of you may also be
accustomed to using such codes as the Standard Industry Codes or the North
American Industrial Classification System codes. For this particular step, BidSync,
the vendor who is hosting our eProcurement system, requires that NIGP codes, or
National Institute of Government Purchasing codes, be entered. Later, when we
finish out your registration on the State of California section of this eProcurement
system, you will be using UNSPSC Codes, which stands for the United Nations
Standard Product and Services Codes. We will talk about and enter those codes later
in this registration process. To find the codes that we need to describe our business,
Strike It Rich, we’ve typed in one of the products that we supply, lumber. You might
want to test out the results you get using both the Exact Match or Expanded Match
options. For example, selecting Expanded Match for lumber, will also find words that
include the letters |-u-m-b-e-r, such as the word “Plumbers.” However, it may also
include a few more options for our product selection(s) that may be pertinent. We're
going to select the Classifications that describe the lumber products that Strike it
Rich provides.

Once selected, we'll hit the Add button to add them to our Supplier Profile. Now, just
so you know, only one NIGP code listing is required for this portion of the
registration process, but you may add as many as you want. You may especially
want to include more NIGP codes if you have decided to go with the expanded out-of-
California services that BidSync offers through BidLync.

Once you have made your classification selections, click on Next Step.

Instructor Note: Click to next slide
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We're now at Step 6 Confirmation — Take your time and review the
information on this screen and ensure that it reflects the choices you
wish to make.

Read through the screen items (click forward and back after
describing)

If you would like to make any changes, you can do so, by clicking on
one of the green Step buttons at the top of the page.

Instructor Note: Click to next slide
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If everything is as you want it, click on Complete My Registration at the
bottom of the screen.

Instructor Note: Click to next slide
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Supplier Registration

Registration Type: Free Registration
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Congratulations, you're now at Step 7 You Have Successfully
Registered — so far. These 7 Steps have created your user login and
supplier profile.

The next critical step to complete your registration process is to
provide some required information for the State of California section of
the eProcurement system.

Now this is what happens next:

In about 24 hours, sometimes less, you will receive an email letting
you know that your BidSync profile has been processed.

Instructor Note: Click to next slide
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Note: Only your username is included in the confirmation email.
Keep a copy of this email for your records.

—,

N4

BIDSYMNDG

“Wwelcome to BidSwno! wour FREE account is now active. Flease go to wweww bidswync.com and
login using the usermnam e and password you created . wou will need to accept the term s and
conditions and rewiew wyour "Account Profile Setup". This should only take a few minutes.

IMPORTAMT: Please review the follow ing sections of the Account Profile Setup. Payw extra
attention to the Classification secton to ensure that wou receive all relewart bid notifications:
- Regions (areas in whichwou do business)
- Classifications (codes that describe wour products anclor services)
o MMotification Twpes (how wyou would like to be notified of bid opportunities, Tax/sesmail)
= Agency Types (the bype of agencies wou are most interested in doing business with)

WOUr USEernarme iS5 Consulting

IT wou cannot remember yvour password, please click an the fallow ing link:
Hitt o Ay BDiCSwhne com DR Pac=lnginexception& sro=dpx Spve dhint=

Al of the information that you submitted during registration including sour usermname and
password can be edited under the "Tools" tab in your account. »ou must be logged in to wieww
this tak.

IT wou need assistance with wour account or hawe questions about the Tunctionality of our
swstem, please contact “endor Support st 1-200-990-932339, hMonday through Fridasywy durng
normal business hours.

Coardially,

ERCor Support
1-800-990-9339
wWENOOrS Upp Orica Bid Sy hc o o
BIDS™ MM

Copyright & 19992008 - BidSwme, LLe. 2l rights ressreed

Here is an example of what your confirmation email will look like.

If, after 24 hours, you do not receive notification that your profile has
been processed, don’t panic. Simply choose the link title “Register for
eProcurement Access (BidSync)” from the eProcurement homepage,
or type in www.BidSync.com, and enter your new username and
password to access your profile.

Instructor Note: Click to next slide
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Registration Validation
— Within 24 Hours —

= Receiving a confirmation e-mail from

BidSync

= Login using your new username and
password

= Accept BidSync’s Supplier Terms and
Conditions

Registration Validation is the start of Step 2 of the eProcurement
registration process. Itincludes:

Receiving the confirmation email

Logging back into the eProcurement system using your new username
and password

And accepting BidSync’s Terms and Conditions

Instructor Notes: Click to next slide
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Alright, so you’ve received your notification email from BidSync and
now you need to login to validate your registration and complete the
required State of California registration process. You're going to either

use the link from the eProcurement homepage, or go to BidySync.com.

When you arrive at the BidSync site, you’ll see a button at the upper
right of the screen that says “Secure Login”. Click this button and a
space to type in your username and password will appear. Type in the
username and password you created in the first half of this process.

For our training purposes, we've typed in our username and password
to access our Strike It Rich business account.

Instructor Note: Click for next slide
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The first time you log in you will need to accept
BidSync’s Terms and Conditions to continue.

—

BIlDS vYyiNES

Suppliser User Agreement =
Eelow @wire thie terms =nd conditions under which wou

jm= a Fupplierl may have access —o owur online
Aauction SwStem to respond to regaest= for gaote =,
proposs:ls smd dnformacion. By accesSsierg our

sSwsStem, Ywou adres o chese tcerms and conditions.

We may amend this Agrzemrent ot any time by sosSt ing

the amended terms omn our Site . Except as sStated
below, all arended terms will asusormratically be
effective cen (10) days sfter they @mre dniti=llwy
posted on Sur sSite. This Agreemeat mway 1ot be
otherwise sommenced exc=pt in writing =sigmned by ywou
and us (BidSync, LLC:; hereinafter referred —o

a= TEidSvnoT)

1. Eligilkilits. Th=z BidSvynco =SyStem is acvadlable
omnly to dimndividusls And sentit-e=s= chat csn form
legallsy bhinding concracts under applicak e lsw. ~

Wiews Primteble Wersion of Supplier S&greeme ot

I hawe read and accepted the User Agreement
[[(wes [ ro

At this point BidSync’s Supplier Terms and Conditions will appear,
please read them carefully and click Yes to agree.

Instructor Notes: Click to next slide
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i Confirm your Profile

1. Confirm your registration information
2. Choose your UNSPSC classifications

3. Link your BidSync Registration with
the State of California

4. SB / DVBE Certification

Once you’'ve validated your registration and you are in the
eProcurement system, you will be going through the following steps to
confirm your profile.

You will:
Confirm your registration information

You will be choosing the UNSPSC classifications that match your
business’ goods or services

You will link together the BidSync Registration that you created in the
first half of this process with the second half of this process by filling
out the required information for the State of California system

And, if you are a certified Small Business or DVBE, you will verify your
business status. And, if you so choose, renew or apply for certification
at that time.

Instructor Notei ggck to next slide
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Once you have accepted BidSync’s Supplier Terms and Conditions, you will see your
Supplier/Vendor Home Page.

You will not only see your business name and login listed at the top right, but you will
also see a number of options available to you along the left side of the page and with
the tabs at the top.

Please note in the Bids section in the middle of the page, you’ll see a few open
solicitations listed under the BidLync category. These are provided to you by the
vendor, BidSync, as solicitations you may wish to look into. However, please
remember that these solicitations are provided by the BydLync pay for subscription
service that we opted not to select in the first portion of the registration process. The
solicitations that are listed under BidLync will include those that are not necessarily
posted by the State of California. These are just suggested solicitations by the
eProcurement vendor, BidSync.

Let me show you what you will see if you chose to click on one of the BidLync
solicitations.

Instructor Note: Click to next slide

eP Supplier Training-Version 13.2

25



TBidsync: Bid - EBID to Replace Cable Puller Rope - Microsolt Internet Explorer

Oma =) o) 2] ] e e Gl - TR

Pl fd Vew Feorte Took reb |

AOPORE [ o iom bt 0147 et k% eeinitbcide Y164 et SR ;ul.tk':'{‘.": |

M The bid that you are trying to view is listed in BidLync. In order to access bids listed in BidLync you will be required to subscribe to this service. Details are
as follows:

BidLync

» Badlyne will list and give you access be 1,580 o 5.000 hids, guotes, sad prapesab bram agendies Natisnwide.
- A Trorm SEated, CAin, Cauaties, oligns, Unsversties,

dar. (Agncy Ust)
* Listings are catalsqued far yoa and vent tn reqistered users via Email.
. Gremy th ol time and mesey.

Click here te view pricing and membership details.

Cuntamar Soppert - sl kiR G * 3 00-TRE Y
e T S e
ostart] | | Jirbon -Meroso. | iSupplie Presen | 2 Doomentt M | 3] Mercsolt Pover & TBidSync: Bid -.. O TEEOTWEE sOm

You will receive a notification in red stating “The bid that you are

trying to view is listed in Bidlync. In order to access bids that are listed

in Bidlync you will be required to subscribe to this service.”

So at this point let me re-emphasize that there is no fee for doing
business with the State of California through the eProcurement

System.

Let’s go back to your Supplier/Vendor homepage by hitting the Home

tab at the top of the screen.

Instructor Note: Click for next slide
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Once you are back at your homepage, the next step you should do is
verify your registration information. Remember this is Your
Supplier/Vendor homepage so at anytime you can log on to make edits

to your profile. The following steps will help you do that should that
need ever arise.

Let's click on the Tools Tab.

Instructor Note: Click for next slide
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Clicking on Tools will take you to your Account Profile set up. Here is where we're
going to continue the process of setting up your eprocurement registration and make
any edits to our profile.

You’'ll notice 3 boxes on the screen.

This first box shows the Profile Setup we established in the first half of today’s
training. You'll notice the check marks indicating each of the items we completed this
morning, Regions, NIGP Classifications, Notifications, and Agency Types. Notice
that there’s an edit link for each one of these items. Simply click on the Edit link and
make whatever changes you want to.

The second box is labeled “Optional Profile Setup.” However, although it says
optional, it is not optional. The State of California requires the use of the UNSPSC
Codes or the United Nations Standard Product and Service Codes, so you'll need to
input these here. We're going to do that by clicking on the edit link next to UNSPSC
Classifications.

Instructor Notes: Click for next slide
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Do you notice the similarity to NIGP classification that we did earlier? You will conduct this search the
same way, by entering the names of the goods or services that your business contracts for with the State
of California, and then hitting the Search button. It is important to do this section because classification
coldes are the tools that the eProcurement system uses to decide whether to notify you about specific
solicitations.

You may notice that some classifications have automatically populated here based on the NIGP codes
that were selected earlier. So you should review the pre selected codes. You may see some are
highlighted in blue, or you may see some categories that are in bold print. The bold print identifies that
there are subcategories that have been chosen and those subcategories will appear in blue print. To
access the subcategories click on the “+” sign next to the bolded text. Clear those that don't apply or
;:ho?]se onehs that do. Or you can even click on the deselect button at the bottom of the page and start a
resh search.

Now, before we move on, let me give you a little insight about the United Nations Standard Product and
Services Codes. This is a global classification system that is used internationally. So some of the words
we use to describe goods or services here in the United States may not be the same words used to
describe the same good or service elsewhere in the world. For example, we say copy machines.
Internationally they may be known as duplication machines. If you are not seeing classifications that
seem to describe your good or service accurately, try entering in more than one word that describes your
goods or services. For example, you may enter the words trash, garbage, or rubbish. Or you may enter
the words landscaping or shrubbery.

For more information on United Nations Standard Produce and Service Codes there is a information
available on their website, . We’'ll give you this link again, on a PowerPoint slide, shortly
and at the end of the video.

If you are currently or previously a Small Business/DVBE, or plan on applying for certification, please be
aware that you will have to enter the UNSPSC codes again during the certification process. What is
recommended for you to do is choose only one (1) UNSPSC code at this time and choose ALL of your
main UNSPSC codes during your certification process. That way your business will be found by
California State buyers who are looking for goods and/or services from Small Business/DVBEs
specifically as well as across the board.

At this time don’t worry if you've missed classifying a good or service, you can always come back to your
Account Profile Setup screen and make changes updates to your account whenever you need to.

Once you have chosen your UNSPSC codes click Save at the bottom of the screen and you will return to
the Account Profile Setup screen.

Instructor Note: Click for next slide
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Once you're back at the Account Profile Setup screen, you’ll notice under Optional
Profile Setup there is also a line for NAIC Classifications. The NAICS are the North
American Industrial Classification System. This is yet another classification system
that can be used. If you are familiar with these codes and have used them in the past,
feel free to use them here. However, they are not required to complete the
registration process, filling in the UNSPSC codes as we just did is required.

And then there’s the third box titled Other Settings. The first three options in this
box, General Information, User Information, and Change Password are where you can
go in and update or change the information that was entered earlier. By clicking Edit
to the side of each line you can update your business name, address, etc., or change
your user password. Strike it Rich doesn’t want to make any changes to this
information at this time, but we do want to add in some Key Words to our profile and
check our business certification Qualifications.

To add in Keywords to your Account profile, click on the Edit button next to Company
Keyword Search Terms.

Instructor Note: Click for next slide
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Key Words describe what you sell or what your business does. These Key Words are
used by State of California buyers to help locate suppliers or vendors. The Key
Words feature is similar to the former Subscription Outreach Service or SOS feature
in the former California State Contracts Register. However, where Subscription
Outreach Services was limited to 250 characters, the new eProcurement system
allows up to 500 characters.

Type in the items you sell such as tables, chairs, tools, hardware, etc. Or list services
you provide such as landscaping, consultant, programming, etc. It's also okay to list
a brand name that you offer; Cisco, Hewlett Packard, Bobcat, et

Narrative sentences are not appropriate for this section. If you're listed as a vendor
on a CMAS contract, you can list the CMAS contract number here. Or if you provide
Environmentally Preferred products, listing the words Environmentally Preferred or
“EPP” for Environmentally Preferred Purchasing here can help the State of California
buyers find that category of purchasing.

A tip for entering in your keywords: There is no punctuation needed here just type in
aword, placing a space between each words.

Once again, don’t worry if you can’t think of everything now, you can always go back
and edit this section at any time. When you have entered your keywords on this
page, click on the Confirm button at the bottom of the page. Clicking on Confirm will
take you back to the Account Profile Setup page.
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Right above Company Keywords Search Terms in the Other Setting
box is the Qualifications setting.

Click on the Edit link for this section next.
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Clicking on this Edit link takes us the Qualifications page.

This page will display the types of business certifications that are
available for procurements.

To see the business certifications that are available for State of
California contracts, click on the down arrow button by the field
labeled, “ Select Region” at the top right of the page.

Then select California as your Region.
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Another drop down menu appears.

Click on that drop down arrow next to Select Agency, also at the top
right of the screen, and select State of California, the agencies are

listed in alphabetical order.

This will narrow down the qualifications selections to certifications
used within Agencies of the State of California government.
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You can look at this information to see if you are certified as any of the
listed qualifications.

If you see a RED X beneath a listing, it means that you are not
recognized as having that certification. For example, our company
Strike It Rich has ared x beneath State of California — Disabled Veteran
Business Enterprise.This means that our business is not certified as a
California DVBE.

Let’s see what would happen if we were to click on the link that says
California Registration System link.......
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OFILE DNFORMATION

e

Tl Statn of Colforsin b Policy: bt Accepted [Yiew]

Sagirtrisian Satur: Subma edisteation

Engtstnr your busingsy with The State of Califoria ax

Vetrran Buvinews Estrrprive
= Wan-Frofit Velesan Service Agency
* tan-Frofit

oo [T T T o e
distort] | | Jicbon -Mhereso | L SKOTWes Sam

It gives us an error message saying: “Registration Error: Before you can register as
a SB, DVBE, NVSA, or NP supplier with the State of California you must first complete
this registration page.” This simply means that you have not completed the full
registration process.

So from this screen, we can finish out our California registration process.

Looking at this screen, you’ll see 2 main sections, one labeled Profile Information and
another labeled Certifications.

The top box lists remaining information that we must complete to finish our
eProcurement registration. A red “X” next to a listed item means that it needs our
attention; (pause) something is missing.

Once you have edited or viewed the red X’d items they will turn into a blue check
mark, meaning that it has been taken care of and you can move on to the next step.

Let's take a look at the first red X item, Identification Number.

Click on the Edit link, next to Identification Number and it will open up a second
window for you....

Instructor Notes: Click for next slide

eP Supplier Training-Version 13.2

36



Jidsyme: Supplier Profile - Microsolt Intemet Explorer i813]
| P b v Femrme Tich i | &
(G = ] I e e il W T

| g8 [] e o bt comiotra wembons = iLnks ™| € -
Tihttps:/ wowe hicksyne com - BidSync: Profile Tnformation - Microsolt Internet Explorer =ciol -

e —— ] | e R
X Ieonfcxion amsber: (L)

4 UNSFSC Classficatns; Lodsth
B The Sate of Culformin b Policy: ot Accegted [Yiew]
Sagirtrisian Satur: Subma edisteation

Ergtyinr vour busingsy with The State of Calorsia e

. Vetrran Buvinews Estrrprive
o tan-Frofit Veleran Service Agency
* tan-Frofit

Cantemer Spgert - patoditgpiirled g e o 3-8
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L PEOTWGE S

|iowe
dstort] | | Jicbon - Moo |

This Profile Identification Number refers to your Employer ID Number. Enter in your
Federal Employer Identification Number or your Social Security Number, whichever
number you use when identifying yourself to the Federal Government for tax
purposes.

PLEASE NOTE: If you are a certified California Small Business, Disabled Veterans
Business Enterprise, Non-Profit or Disabled Veterans Service Agency and in your last
certification application or renewal you used your SSN number to register as a
certified business, please use that same number again. Even if you have since
acquired a Federal Employer Identification Number. This is another one of those
areas of your eProcurement registration where it is critical that you enter your
information in as it appeared in the pre-existing system. If you were known by your
social security number in the old system, use it again here. If you have acquired a
FEIN or Federal Employer ID number since then, and that information was not
updated in the old system, at this time, we are asking that you have that updated on
your records by contacting our Office of Small Business and DVBE Services. We'll
be providing you with their phone number and email address at the end of the
registration process and at the end of the certification process.

This information is required to complete your eProcurement registration , so fill out
this window and hit save.

Instructor Notes: Click for next slide
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BIDSYNEC

The State of California Supplier Profile
Suszanstaly " il wmathe thrasgh S50 7Fem a8 0 peepber wth the State of Cbfurmin, Once pour Srofile ifarTSEN i 1R, 1ou i e Wimed 13 carinus Tt S TRGEITINIR STOGERE by AMAENG your
VGOV sesie 1 snaeof oo o v
Rerpatratien Crrur Befery vy con rogEe 0 8 50, DVEE, NVEA, o A ragsber =S B it of Cusfama 1w et St cemaiets B regatran oag
X fdeadicaton burber: Lodit]
o UASPSC Classficatens; Lusst)
N The Statw of Calforsin e Policy: wat Accepted [Yiew]
Swgettratan et subma Braisteation

* Semall Buniness
® Dinabled Veteran Business Estrrprise
= Wan-Frofit Velesan Service Agency
* tan-Frofit

The next red X we need to clear is the State of California Use Policy.

Click on the View link next to this item.

Instructor Notes: Click for next slide
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The State of Calfornia Use Policy
BID EY.N.\E.- [EY ALCEPTING THE FOLLOWING USE FOLICY, YOU ARE AGREEENG T0 THE
oo Home | oo Search | oo Bils | oo Oroen +s CAM -
hust PoLICY |
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am od practia
i Py s,
The State of California Supplier Profile e St corres This paer 7, foed,
i aeh dapa “Shank iy M amisnsl s utn
Suszanstaly " il wmathe thrsghtin el [seboes saectic t the mmen and needs of Ser wark, B 1w B revem thore pekon wasmdng 1o
VGOV prsie 1 e s o oo forreiem. i v e s6dmen s w4 Stae
[FERSONAL INFORSATION ASD CHOICE
‘Parssnsl miurmton” o raetion shost 8 ratural prrien thit e or desimbe
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i readly
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X fowmdcrion mber: [T -
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K The Statn of Calforsin bne Pulicy: wat Accepted [Yiew]

Eagitriion Stabt: sebmt Beaistration WiCKISE Wirida
— P
{ coarmacamions | 5 3

Coparigst & 19752008 - Rt LS. A rghts mpaned:

Clicking on that View link opens up a second window on your screen
with the State of California Use Policy.

Please read the policy, and once you have done so, indicate your
acceptance by entering in your user password on the blank under User
Information. Your User ID will be provided for you.

Then click the Accept button.

Instructor Notes: Click for next slide
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Fovered By RFP Depot

oo Home | s Search = «oBids <o Orders JRAMOTIEEM <« CRM Help «o Log

Your Info | Admin | Invoice | Tools | Messages

The State of California Supplier Profile

Suceessfully completing this registration process will enable you to do business through this system as a supplier with the State of California, Once your profile information is saved, you wil
.GOV allowed to continue with the reqistration process by submitting your profile ta the State of California for review.

PROFILE INFORMATION
Federal Employer Identification Number: 943302125 [Edit]

4 UNSPSC Classifications: [Edit]

J  The State of Califarnia Use Palicy: Accepted [Yiew]
Registration Status: Submit Registration

CERTIFICATIONS

Register your business with The State of California as:

¢ Small Business

# Disabled Yeteran Business Enterprise
s Non-Profit Yeteran Service Agency

¢ Non-Profit

Home Bid Search Bids Orders Tools Privacy Cert. Terms Lo

Customer Support - vendorsuppartfbidsyne.com or 1-800-930-
Copyright © 1999-2008 - BidSyne, LLC, Al rights reserv

Once you have addressed all the red x’'d items, they will be replaced with blue
check marks. This is what your screen should look like.

And hit Submit Registration

Instructor Notes: Click for next slide
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BIDSYNCQC

eeeee d By RFP Depot

wo Home «eSearch o« Bids «oOrders JRANGTIENE <« CRM Help ¢ Log

YourInfo | Admin | Inveice | Tools | Messages

The State of California Supplier Profile
V Successfully completing this registration pracess will enable you to do business through this systern as a supplisr with the State of California, Once your profile infarmation is saved, you wil
IG O

allowed to continue with the registration process by submitting your profile to the State of California for review,

Your profile has been successfully submitted.

PROFILE INFORMATION
J  Federal Employer Identification Number: 943302125

/  UNSPSC Classifications: [Edit]

J  The State of California Use Policy: Accepted [Yiew]
Registration Status: Registered

CERTIFICATIONS

Register your business with The State of California as:

+ Small Business

» Disabled Yeteran Business Enterprise
+ Non-Profit Yeteran Service Agency

» Non-Profit

Your status could say one of two things: It may say Registered or Pending.

If the Registration Status indicates Pending call 1-800-990-9339 ext. 1 for
assistance.

Now, if you are a Small Business or DVBE that is renewing or applying for
certification, you are going to move on to the third box on this screen, which
is Certification.

If you are not planning on applying or renewing for SB/DVBE Certification,
then congratulations, your registration process is complete.

Now don’t stop viewing, let’'s do a quick recap and get some helpful links and
phone numbers.

Instructor Notes: Click for next slide
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i Things to Remember

1. You must create a profile and validate
your information for the State of
California registration process

2. If you are already certified, you do not
need to resubmit for certification

3. Various fees possible if you expand
beyond California.

Registration is a 2-part process, you must create your username and
profile in the first part, wait until you receive an email confirmation that
this information has been placed in the system; then re-enter the
BidSync website to complete your UNSPSC classifications and other
California State requirements.

If you are already a California certified Small Business or Disabled
Veterans Business Enterprise, you do not need to resubmit or reapply
for certification. Your certification information has already been
passed to the eProcurement system. You still need to create an
eProcurement login, verify that any information on your User Profile is
accurate, and complete the other California State requirements.

And finally, the State of California does not pass any fees to
businesses in order to access our solicitations. However, if you wish
to access and bid on solicitations outside of California State
government solicitations, there may be fees associated with doing
that.

Instructor Notes: Click for next slide
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Helpful links and numbers:

Dept of General Services Resources:

= eprocure@dgs.ca.gov — DGS eProcurement email questions

= 916 375-2000 — DGS eProcurement Hotline (M-F 8am — 5pm)

= OSDCHelp@dgs.ca.gov — Email assistance with Certification - CA Office
of Small Business Certification

= www.pd.dgs.ca.gov — For General Information - DGS Procurement
Division

= ADVOCATE@dgs.ca.gov - 1-800-559-5529- Email and phone help with
certification, outreach events, how to do business with the State, etc.

Outside DGS:

= www.unspsc.org — United Nations Standard Product & Services Code
info — Version 11.05

= vendorsupport@bidsync.com — Email Bidsync — System Customer
Support

= Phone: 800 990-9339 Option 1 — Bidsync Customer Service

Before we conclude with the Supplier/Vendor California Registration
process and move into the Certification process, here’s a list of helpful
links and numbers:

For questions regarding the eProcurement system, you can email the
eProcurement team at . They also have a hotline
available, 916 375-2000 which is available Monday through Friday, 8am
to S5pm.

For questions regarding Small Business or Disabled Veterans
Business Enterprise certification, contact the Office of Small Business
and DVBE Services at: . For example, you
would use this email address if you have recently been issued a
Federal Employer ID number and need to have your certification
information updated to reflect this.

Next is the DGS Procurement Divisions website, where we started out
today: . Here you will find general information
provided by the DGS Procurement Division. This is the site where we
clicked on and accessed the eProcurement homepage.

If you'd like information on how to get Small Business or DVBE
certification, how to do business with the State of California, and other
uf the SB/DVBE events, you can contact the Small

ep Suppller Tré&llqé:\%@@)\l/ﬁ% Olltrpar‘h and Commiinicatinns sectinn at- 43



Cal-PCA Supplier/Vendor
Training — eProcurement

This concludes the eProcurement
Supplier/Vendor Registration portion of this
presentation.

The next portion of this presentation will be on
the SB/DVBE Certification process.

Thank You and Have A Nice Day.

This concludes the Supplier/Vendor
Registration portion of our training. The
next portion we are going to be going over
Is the Small Business and DVBE
Certification process.

If the next portion of this training video
does not pertain to you or your business
then | would, on behalf of the Department
of General Services, Procurement
Division, and the California Procurement
and Contracting Academy wish to thank
you for viewing have a great day.
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BIDSYNCQC

eeeee d By RFP Depot

s Home | ssSearch «sBids =« Orders JRACLEN <« CRM Help = Log

YourInfe | Admin | Invoice | Tools | Messages

The State of California Supplier Profile
v Sucsessfully sompleting this registration prasess will snable you to da business through this system as 3 supplier with the State of Califarnia, Oncs yaur profils infarmatian is saved, you wil
lGO

allawed to continue with the registration process by submitting your profile to the State of Califarnia for review.

Your profile has been successfully submitted.

PROFILE INFORMATION
o Federal Employer Identification Number: 943302125

+  UNSPSC Classifications: [Edit]

/ The State of California Use Palicy: Accepted [Yiew]
Reqistration Status: Registered

CERTIFICATIONS

Register your business with The State of California as:

» Small Business

» Disabled ¥eteran Business Enterprise
» Non-Profit Veteran Service Agency

* Non-Profit

Thank you for continuing to watch our Supplier/Vendor Training Video for the
eProcurement system. We’'re now going to go through the SB.DVBE
certification process which is the second box on your screen.

This is the screen we left off on and your Registration Status should say
Registered.

If the Registration Status indicates Pending call 1-800-990-9339 ext. 1 for
assistance.

Otherwise, if you are a Small Business or Disabled Veteran Business
Enterprise click the Register your business link.

Instructor Notes: Click for next slide
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BIDSYNC

Povered by RFP Depot

v Home | oo Search | w5 Bids | s Orers | o+ Todls | os CRN Help  + Lagou

CALIFORNIA PROFILE

BidSync Suppler Name Censudng Supplier Number 10
No Active Profile

View Options

Active Certifications

'fou have o achive cerbfications

Customer Support - sendorsuppertiibidsyne com or 1-800-9%0-5333
Copyright & 1995-2008 « Bidsyne, LLC, Al ights resarved,

New, renewing, or expired applicants please look to the right of the Edit
Options to locate your application options. Even though they are not shown
on this screen, these will be your options:

If you are:

A New or Denied Applicant — It will say Certify with Blank Application.

A Renewing Applicant — It will say Renew Certification (not shown).

A Returning Applicant — It will say Complete SB Application (not shown) and
then look in the Active Certifications are under Actions to find the complete

application link.
And if you are an Expired Applicant — It will say Certify with Current Profile
(not shown).

Instructor Notes: Click for next slide
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CERTIFICATION TYPES
[} Emas Business (5B}

Honwe Bid Seacch Bids Orders Jooks Priescy Lmel,
Eustumer Sugpert -

There are three applications to choose from.

In the first box you will see Small Business and/or Disabled Veteran Business Enterprise.
Meaning you can choose either one or both.

Choose the appropriate business type for your business. But please note you should not
choose all business types listed. The Business types are as follows:

Construction: Any business that holds a valid construction contractors license from the
Contractors State License Board (CSLB).

Service: Any business selling expertise, skills, knowledge, or advice rather than tangible
products.

Non-manufacturer: Any business selling tangible products that they did not manufacture in
their own facilities. Includes wholesale, retail, and online distribution of products
purchased for resale.

Manufacturer: Any business primarily engaged in selling products manufactured in their own
facilities. Must include transformation from raw or semi-finished material into a finished
product. Includes wholesale, retail, and online distribution of products manufactured by
the seller with his own resources.

In the second box you may choose to apply for Non-Profit Veteran Service Agency
certification. If so, please select the appropriate business type; Services or Manufacturer.

And the third box is for Non-Profit organizations. Non-Profit organizations cannot receive
Small Business certification; however, they can receive a Non-Profit registration with the
State of California.

Make your selection and click next in the box of your selection.
eP Supplier Training-Version 13.2
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BIDSYNDC

Foverad By RFP Depot
s Home s Search < Bids <o Orders = < Tools «« CRM

Help  *= Logout

Eligibility Questions

Pleass click on the apprapriate Yes or No answer to the following Small Business sligibility questions

SMALL BUSINESS (SB) ELIGIBILITY QUESTIONS

1. 15 the applicant firm independently owned and operated? Crves Otlo
2. 1sthe applicant firm dominant in its field of aperation? Oves Ono
3. Is the applicant firm's principal office located in California? Ores O
4. re the applicant firm's owners {or officers in the case of a carporation) domiciled in California? Oves O
5. Together with the applicant's affiliates (if any), does the applicant firm have 100 or fewer employess? Orves Ono

Please answer each of the following questions ta see if you meet the minimum disabled veteran business enterprise (DVBE) certification eligibility requirements,

DISABLED YETERAN BUSINES ENTERPRISE (DYBE) ELIGIBILITY QUESTIONS

1. Isthe applicant firm's qualifying disabled veteran(s)...

A veteran of the U.S. military, naval, or air service? Oves Ono
Has & "service-connected disability rating of at least 10%7 Oves OHo
Domiciled in Califarnia? Oves Oto
2, s the applicant business at least 51% owned by one or more disabled veterans? Oves OHo
3. Is the applicant business managed and controlled by one or mare disabled veterans? Oves O
4. [s the applicant's home office loeated in the U.5.7 Oves Oo
S Is the applicant's home office a branch or subsidiary of a fareign carparation, foreign firm, or ather foreign based business? Oves Ono

« 44Previous | « Next})

Home Bid Search Bids Orders Tools Privacy Cert. Terms Logout

Customer Support - yend bid) orl 339

Copyright @ 1993-2008 - Bidsync, LLC.  All rights reserved,

Depending on what application you chose, will determine what this screen
will look like.

For example if we were to have applied for Small Business and DVBE
certification then both sets of eligibility questions would come up.

If we only applied for DVBE certification then only the eligibility questions
would appear for DVBE.

And the same for the other application types. Please read the questions
carefully and choose yes or no. After you've answered hit next.

Instructor Notes: Click for next slide
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us Tools | s= CRM Help < Logout

Participation Authorization and Compliance Agreement

BY ACCEPTING THE FOLLOWING TERMS AND CONDITIONS, YOI ARE AGREEING TO THE -
FOLLOWING:

PENALTY OF PERIURY
Any person that willfully provides 'a se |||fur| |a'm|l is subrject o serous penalties, The submittal of
thes onlire spplication must be & ¥ the icant firm's owner (or officer, in thy

an) and hnrety corbtins that -\mr- rm reac and understands that the

pleant mnees the

ton 999 et 34q, and
wn Buregemy tabomee

bty ul & clire under penalty of per
sats of Calfarnio that the foregoing i us and cormace

ATION OF RL-VERIFICATION OF STATUS

cants are subjact to verification o re-verificatian of status at any time. Failure by 8 business
pparte e shglulty, by the date and bre speciled by the

hall be grounds for d:r al or decertification. Please also note that sanctions may be imposed

for certification pragram misuse. of kequlations, Sections 1896.14,

180616 ard 109670, Se sl ¢ 14B4T and 14847.5; and Military and

Veterans Code, Section 99%.4; & pcird,ca ate.)

LISE PI'II.IC\‘

wants you know sbout the collection, use, security, and sccess 1o information that ma- be
nn- imad thros sgh usn of the State’s web portal. By visting this web s#n, you are accapting £
pobces and pracuces dru- bed in thes Hobce,
Plaase note that this Use Policy i subject to change mithout natice, and that it reflects the State’s
¥ ]

ak each department withun the State may have addaonsl prevacy and use polices speclc
o the mission and needs of their work. Be sure t review those poliies a5 you access additional sites
within the Sats

PI:RSEINM. IMFORMATION AND CHOTCE

hat idertifses oF descrbes an i
umber, physical descrption, b

5, and medical or employmens history
roadily wentifisble b that spe- o Inkprenk Protocal addeess 1 not
cansidered pareonsl information, ed "slectrorically callected parsonsl
infarmation”. »

[ 1 accept the terms sbove.

« A4 Provious | - Hextbd

Once you have completed your eligibility questions you will be prompted to
read and accept the Participation Authorization and Compliance Agreement

These terms and conditions must be accepted to continue the online
certification process. Accept them and click next.

Instructor Notes: Click for next slide
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Just like in the 2 step eProcurement registration process, where boxes were
highlighted after every step was completed, you'll see diamonds highlight
your path through this 5 step portion of the certification process.

Be sure to review the information contained on this page.

Pay careful attention to the Federal Identification Number or Social Security
Number areas on this page, as well as the city name, mailing address, and the
principle address.

Please note that the principle address cannot be a P.O. Box number.

After you have typed in your information and selected from the drop menus,
click next.

Instructor Notes: Click for next slide

eP Supplier Training-Version 13.2 50



v General Services

s Home | < Search <« Purchasing  [IENCTERN - . Progress Pa; ts | -« Tools | == CRM

Back To Profile

To Navigate dick on the approgriate seetion

® & O O o o

Business

Ownershin Tree Flnaze Salact
Date Business Storted | =
Tan year beginaing month [y =]

5 the agplicant's business structure change within the Last thees years? O ves O Ne
WORKFORCE

rine the applican firm's average number of smplayess for the Inst four quariers, nchuding o smplaysss that
tha & yaar, snter the rumber of smployaes averagad ovar the number of Guarters that you were i bu

Humber af Emplayess

i Cabformin, out-of-state andior aut of the country. 1f rou have bren in business for lees

AN small businnss spphicarts iy

swer each of the Fallowing guestions to ientify potential sffilate businesses

Buring any one {or all) of the previous three Lax years, did the applicant or #s individual ewnecs folficers:
1. Hawe & contralling ownsrship imtarnst in another business? Cves Cmo
1 Share or have common owners wah another husiness? Oves Ol
I Shars o hava CAMMOR MARSQAMANE with Annthar busnage? Cves Cko
9. Have a lamily imember(s) sngaged in a simadarly or cormmanly relsted business activity as the sapleant? Cves O ha
5 Hawe a financisl relationship wih anothar business, consisting of laans andfor sssistance to mest bondfsecurity or credit requrements? (Bxchude thase wah public financial insttubons.) e Cwn
& Hawe a contractual relationship between the spphcant firm and snother company consiting of assignments, and/or transfer of tide(s)? Cves Cnia
7. Share facilities, saupment or systams with snother business? Cives Owa
0. Share employses with another business? Cves One

Fimase click on the appropriste Tes or e answer to the following Guestens regarding Small Business sligibility.

T plicant firm dominant i its flald of operation? - Cves o
Exampla; If your fiem is & software company and % the softwars industry within the State of Calfemis, you are considared 5 be dominant in your field of apsraton.
2 pplicant firm independently owned and operated f O ves O
Your firrn it not awnad By ancther sntity euch a8 & corporation] that has contral ovar your Business' day-to-day paratians.

- ddDraviaun | o Mavess |

Carefully read and answer ALL of the questions located on this page and then
click next.
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Sole Proprietorships

Depatmentof

3

ariea
2 httpsww idsyne.comPX Adrintouac=bisBeertid-Enewiab=Eppformsabtac=edifo..

Last hame

H

Title

< {4Prasious |

owni,

OwnersipPercent| |

Ouner Type Please Selr: ¥

HOME ADDRESS

Street

|

oo erter PO o
Country UAIZD STRTES

v
stte
v

OWNERSHIP INFO QiIC Please Selet:

zip Code

B

OWNER INFORMATION

Back To Pofik

N

O]

Save | «Close

5]t 8 @ rtemst

Corporations

Now owners, you can click on the Add Owner button to add Ownership
Information and select the appropriate Titles when prompted.

Click Save and repeat to add additional business relationships, when

necessary.

Click Next when finished.
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The affiliates page will appear if you've previously answered yes to any
affiliate questions.

After filling out the information click next.

Instructor Notes: Click for next slide
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&

s Search | ee Ovddars | =« Tools | «= CRM

B your firm omrershio trpe i a:
SOLE PROPRIETORSHIP
PARTNIRSHIP OR S-CORPORATION (RENTAL OR LIASING LUSINESS)
PARTNIRSHIP {ALL OTHLR BUSINESS TYPLS)
S-CORPORATION (all cther busingss types]
C-CORPORATION
LIMITED LIABILITY COMPANY - SINGLE MUMBLR/manager

LIMITED LIABILITY COMPANY - MULTIFLE MEMBER s/managers WITH 5-CORP TAX STRUCTURE
LIMITED LIABILITY COMPANY - MULTIFLE MEMBERs/managers WITH C-CORP TAX STRUCTURE
LIMITED LIABILITY PARTHERSHIP

Ertar the Gross Annusl Receists (GARS) for the soplicant a2 reported on the business’ Fadersl intame I.:-t raturm,

Tau mMay anter an estimats for the most recent tax year anly if your tai returns have not yet been

CURRENT GARS DPTIONS

GROSS ANNUAL RECEIFTS TANLE
Use this table to locate the gross annual receipts on o federal tas return as required below

our gross annual receits less returns & allowances are located on:

SCHECULE © (farm 2040}, SECTION A, LINE 3

FOHM BO2%, TOTAL OF LINE 3 COMBINLD
FORM 1065, LINE 1C

FORM 11205, LINL 1€

FORM 1120 OR 11204, LINE 2C

FOHM L1040, SCHEDULE €, LINE 3 or FORM 1320 or 11204, Lins 1c
LIMITED LIABILITY COMPANY - MULTIPLE MEMBERs/managers WITH PARTNERSHIP TAX STRUCTURE FORM 1065, LINE 1C

FORM 11205, LINE 10
FORM 1120 or 11204, LINE 1C
FORM 1065, LINE 1C

Duamand Lace Wigs & Accassones (applicant) 2008 GARS Net Axaable '1

$0.00
#0.00

$0.00
o0

« Update

=« 44 Previous « Submit « Nexthh |

To complete the Gross Annual Receipts Table also known as GARS, use your

Federal Tax Returns for the three most recent years.

Click the link under the Current GARS Option if it applies.

If a filing extension has been filed for the most recently completed tax year,
make a logical estimate of your gross profit. Now, if you estimated your
GARS, you will be required to submit an Affidavit of Income and your federal
filing extension. For additional questions regarding this requirement please

contact OSDCHelp@dgs.ca.gov.

Click next

Instructor Notes: Click for next slide
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Remember earlier when | said that you only needed to input one UNSPSC
code for the eProcurement registration process..... Great. Then click on the
“Select Classifications” link and input your main UNSPSC codes. So conduct
the search exactly as described earlier in the video. Enter the goods and/or
services your contract with the State of California for, check the appropriate
boxes, and add them to your certification profile.

When prompted for Commercially Useful Function please carefully read and
answer all the questions regarding CUF.

When finished hit submit.

Instructor Notes: Click for next slide
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Deparment of
( 2(;0; vV General Services

voHome | s« Search | +oBids @ <o Purchasing JRA:I-MM «o Progress Payments =+ Tools =« CRM
Certification Search | Mail Log

Help *» Logout

Back To Profile

To Navigate click on the appropriate section

¢ ¢ 0 0 90

SMALL BUSINESS(SB)
Service

USER INFORMATION
User Id

Password | |
< 44Previous | + Submit

Customer Support - 3gen rt@bidsune, com or 1 339

Copyright @ 1999-200% - BidSync, LG Al rights reserved,

Enter your password and hit Submit again.

Your certification application will not be completed unless you hit the submit
button.

It's very important to know that if you press the enter key instead of clicking
submit, you will be sent to the beginning of the certification process and you
will have to navigate your way back to this point.

Instructor Notes: Click for next slide
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BIDSYNC

Smerc by Bt

o fae | oo Search | +oBids | oo uchasing RN o ProgressPayments | + ool | 1 CR Help vrlog

it Searh | Mal oy

SHALLBLSIESS(SE)

Husiess Types

' itise
=

BIDSYNC

Treed 0Ol

Yourchanges have been Submited.

oo oiSeth | B o0l Tl e CRN

el i Legot

APPLICATION SUETTTED

40t
—

et e et o AL
SRRV -Brs L 4 e

At this point you may see one of these two responses.

If you received the green response — Then congratulations, you have received
your online certification with the State of California and you will have to

submit addition documents as requested.

If you received the blue response — Please submit any additional documents

as requested.

And regardless of the screen color please email OSDCHelp@dgs.ca.gov to
confirm that the Office of Small Business and DBVE Services have received

your documents.

Instructor Notes: Click for next slide
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P A Consuling Suppher Kumber
i e Consuiting DOA Dusness Name Congulting
Address Phona

Fax

Sarvice Areas  Alameda County, Alpwne Coundy, Amador Courty, Butte Courty, Calaveras County, Colusa County, Contra Costa County, Del Hn-rncounv El Derado Courty, Fresno County, Glenn County,
Humbsidt Caurty, Impanisl County, Inye Caunty, Kieen County, 1ngs Courty, Lisks County, Lissn Courty, Low Angeles Courty. ra County, Marin Couty, Mariposs County, Mandosing

Courty, Merced County, Modoc County, Mong County, Montarey County, Naga County, Nevada County, Or . County, Flacer cwm Flumas Coursy, Erversde County, Secramento County, Gan
Berio County, San Bernarding Counly, San Diego County, San Francisco City & County, San Joaquin Courly, San Luss Obespo County, San Maieo County, Santa Barbara County, Saria Clara
County, Santa Crur County, Shasts County, Sierra Courty, Smiiyou County, Solang County, Sonoms County, Stanislaus County, Sutter County, Tahama County, Trinty County, Tulare County,
Tuolsmne County, Yentura County, Yalo County, Yuba County,

Keywords Bumress

Classfications 129999  All Cther Miscellanecus Manufacunng
801015 - Busnasz and corporate managemant consuktation sarvces

Viaw Opbons Vi ApDlcaton

Lt Ootions ﬂg@g Asaitis &1 Oisabied Veleran Buess Entermriss (DYEE)
Active Certifications Peaiiter i3 Diiabled Vateran Busneds Eiterpais (DVAEY
5B (Miero) Approved Mar 5, 2009 Mar 5, 2009 May 30, 2010

Certification Hlstmi

Home BidSearch Nids Oolers Ieels Proocy (el [ecms Legout

Custirmar Sappart * | A000UDDGIAANIMIERC O & 3-B 09339

Copyight & 15552008 « Bidiync. LS. All rights reserve:

This is your certification screen. When buyers verify certification this is what they print out
for their procurement files to show proof of certification.

On this page you will see 3 sections:
1st section is your California Profile which includes your Supplier ID.

2nd section is Active Certification. Pay close attention to the boxes that are located in this
section. If the status box reads Approved, no action is required. If the status box reads
anything else, look to the Actions box for further instructions.

3rd section Certification History communicates any previous certification activity.

Office of Small Business and DVBE Services no longer mails certification letters. Your
certification letter will be either emailed or faxed to you. If you do not receive your notice,
please go to eprocure.dgs.ca.gov and conduct a search for your business using the SB/DVBE
Search link. Clicking on the SB/DBVE link opens up the SB/DBVE search function in the
eProcurement system. Type in your Supplier ID, hit search, click on view profile, and then
print it for your records.

PLEASE NOTE CLOSING THE BROWSER DOES NOT LOG YOU OUT. Click the log out
button.

Instructor Notes: Click for next slide
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Helpful links and numbers:

Dept of General Services Resources:

= eprocure@dgs.ca.gov — DGS eProcurement email questions

= 916 375-2000 — DGS eProcurement Hotline (M-F 8am — 5pm)

= OSDCHelp@dgs.ca.gov — Email assistance with Certification - CA Office
of Small Business Certification

= www.pd.dgs.ca.gov — For General Information - DGS Procurement
Division

= ADVOCATE@dgs.ca.gov - 1-800-559-5529- Email and phone help with
certification, outreach events, how to do business with the State, etc.

Outside DGS:

= www.unspsc.org — United Nations Standard Product & Services Code
info — Version 11.05

= vendorsupport@bidsync.com — Email Bidsync — System Customer
Support

= Phone: 800 990-9339 Option 1 — Bidsync Customer Service

Before we conclude with the Supplier/Vendor California Certification
process, let me provide you with this list of helpful links and numbers
again:

For questions regarding the eProcurement system, you can email the
eProcurement team at . They also have a hotline
available, 916 375-2000 which is available Monday through Friday, 8am
to S5pm.

For questions regarding Small Business or Disabled Veterans
Business Enterprise certification, contact the Office of Small Business
and DVBE Services at: . For example, you
would use this email address if you have recently been issued a
Federal Employer ID number and need to have your certification
information updated to reflect this.

Next is the DGS Procurement Divisions website, where we started out
today: . Here you will find general information
provided by the DGS Procurement Division. This is the site where we
clicked on and accessed the eProcurement homepage.

If you'd like information on how to get Small Business or DVBE
certification, how to do business with the State of California, and other
uZt the SB/DVBE events, you can contact the Small

ep SUpp“er Tré&llqg: @IF@\I?R Oiitreach and Commiinicatinns cectinn at:
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Services, Procurement Division

i California Department of General

Thank you for viewing the
Supplier/Vendor Training
Presentation for the eProcurement
System

Presented by the

California Procurement and Contracting
Academy (Cal-PCA)

Thank you for viewing this Supplier/Vendor Training Video for the
eProcurement System, and have a great day!

eP Supplier Training-Version 13.2
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